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Drop-In Support Service Coordinator 

Pay: £11,775.60 (2 days per week/0.4 FTE at 2022 NJC Scale 6, SPC22 – £29,439 

annually) 

Hours: 16 hours per week, working hours variable to meet the needs of the service - set 

days to be agreed with Practice Supervisor and flexible to meet needs of the Service 

Opportunity Type: Part-time, fixed term for 3 years 

Location: Exeter 

Reports to: Practice Supervisor 

Project(s) Assigned To:  

● Drop-In Support Service (part of Better Connections) 

 

Purpose of Job: To oversee Inclusive Exeter’s Drop-In Support Service involving the 

provision of informal support with form filling (e.g. Universal Credit applications, other 

benefits, passport applications, other support) and basic IT skills (e.g. Zoom, social media, 

accessing online accounts, etc.) This includes both managing others and providing direct 

support to beneficiaries from ethnically diverse communities who do not speak English as 

a first language and/or who may struggle to access mainstream services due to language 

or cultural barriers and/or a lack of familiarity with ‘how things work’. 

 

MAIN DUTIES & RESPONSIBILITIES: 

1. Oversee logistical aspects of the Drop-In Support Service including liaison with 

venue staff, set up of the venue and clearing away with support from other 

caseworkers/volunteers. 

 

2. Recruit further volunteer caseworkers and interpreters; support volunteer 

caseworkers and interpreters through induction, rotas, tasks and supervision. 

 

3. Liaise with relevant community groups regarding any support needed in their 

communities. 

 

4. Follow through any referrals received. 

 

5. Schedule dates and times to see beneficiaries with support from other 

caseworkers/volunteers, mindful of Inclusive Exeter’s policies on lone working and 

safeguarding. 

 

6. Provide direct casework support to beneficiaries to support them with challenges. 

This might include benefit applications, Devon Home Choice applications, making 

phone calls, advocating on behalf of beneficiaries, etc. 

 

7. Maintain confidential, accurate case notes, mindful of Inclusive Exeter’s Privacy 

Policy and Drop-In Code of Conduct. 

 

8. Form a service users’ group to give feedback and inform the development of the 

Service. 
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9. Report regularly to the Practice Supervisor on progress, any challenges etc. 

 

10. Prepare reporting documentation, including progress, challenges and steps to 

overcome these, impact of the Service, achievements and finance/spending. 

 

11. Meet with any relevant agencies and stakeholders as required. 

 

 
PERSON SPECIFICATION: 

 

Essential: 

 

● Experience of Working with diverse communities – especially ethnically diverse and 

LGBTQ+ communities 

● Experience of partnership working 

 

● Experience of supporting marginalised people 

 

● Experience of recruiting, inducting and supporting volunteers 

 

● Experience of working within the community and voluntary sector or relevant 

statutory agencies 

● Experience of working with a range of stakeholders 

 

● Experience of working for an organisation supporting diverse communities 

 

● Experience of project management 

 

● Good understanding of grassroots ethnically diverse communities 

 

● Understanding of diverse cultures, particularly those relevant in Exeter and the 

issues facing IE’s beneficiaries 

 

● Good verbal and written communication skills 

 

● Good understanding of safeguarding and the need for confidentiality 

 

● Good IT skills including MS Office 

 

● Good report writing skills 

 

● Good project planning skills 

 

● Good organisational skills 

 

● Supervisory skills 

 

● Fluent in two or more languages 

 

● Able to work both alone and as part of a team 

 

● Able to work effectively under pressure 
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● Flexible approach to working hours 

 

● Openness and non-judgemental interpersonal skills 

 

 

 

Desirable: 

 

● Training in equality and diversity 

 

● Trained in project management 

 

● Lived experience of challenges faced by disadvantaged or marginalised 

communities 

 

● Fluent in three or more languages 

 

● Health and safety knowledge 

 

● Political awareness 


